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Specific Role Profile

This Specific Role Profile sheet covers specific areas of activities that are not
included in the Generic Role Profile. It will include responsibilities, knowledge skills
& delivery and working arrangements relevant to this role. Please ensure that this is
read in conjunction with the given job family role profile for the post.






	Corporate Reference:-  
Continuous Improvement CST/1



	ROLE SPECIFIC INFORMATION

	Job title:
	Crimes Service Team Officer

	Generic Role Profile:
	Operational Job Family Band C

	Salary Band:
	Band C – Lower/Police Officer

	Specific Role Responsibilities:
	· Assist the Crimes Service Team Supervisor in maintaining high standards of Crime reporting on Crimes. 
· Receive calls from officers and determine the nature of the incident to establish whether a crime/non crime has occurred. 
· Direct input into Crimes (of both crime and non crime including WC392), create headers and link fields to ensure the content, quality and data integrity are in line with National, Force and local standards and The Data Protection Act. 
· Link and validate suspect and property updates entries within Crimes.
· Index documents such as MG11s, FSI reports.

· Complete the initial electronic investigation log and use the solvability matrix to assess, crimes to identify further actions. This would include filing low solvability crimes, documenting the rationale and updating victims as per Force policy.

· Assess low solvability crimes for vulnerability/reassurance and refer accordingly to the relevant Neighbourhood team manager.
· Allocate Crime Reports, with solvability via Docutrak to the appropriate team.

· Maintain the status of crime reports on Docutrak and Crimescan, inputting and validating detections. 
· Ensure that all decisions on administrative ‘no crimes’ are properly recorded; retention and destruction policy is operated correctly and in accordance with the requirements of external audit agencies and monitor and audit performance indicator information. 

· Maintain compliance with Home Office Counting Rules (HOCR) including giving advice and assistance to officers and LPU supervision and making recommendations to the Crime Manager in relation to their application. 

· Liaise and consult with Data Services in relation to rejected crime reports, Data Quality, Legal Services and other departments as necessary in relation to crime matters and HOCR.



	Knowledge Skills and Delivery (Additional)
	· Working knowledge and ability to operate Crimes, Docutrak, Crimescan and other IT recording systems 
· Demonstrate sound investigative and analytical mind skills including a good knowledge of criminal law together with knowledge and understanding of crime investigation procedures and reporting requirements. 
· Working knowledge of Home Office Counting Rules and National Crime Recording Standards and related National and Force policies.

· Good Keyboard Skills

· Good interpersonal skills   



	Hours of Work and flexibility:
	The post holder will be required to work either: 

Police Staff:

· A  shift pattern providing cover Monday to Sunday covering 24 hours on a rota basis, including weekends and Bank Holidays.  OR
· A shift pattern providing cover Monday to Sunday covering 07.00 – 22.00 on a rota basis, including weekends and Bank Holidays

Police Officers:

· A shift pattern providing cover Monday to Sunday covering 24 hours on a rota basis, including weekends and Bank Holidays
· From time to time you may be required to work at various locations within the West Midlands Police Force area. 


[image: image1.jpg]

[image: image2.jpg]Our vision is to reduce crime and disorder and make our communities feel safer



